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10 Tacexber 1972
Panel F
Consideraticn: How to keep the net anmual growdh of cach Direciorate’s :
" Records Center volwme below 1,000 ckic feev peir yeare
le Challenge the rebvenition time shown on Recowrds Control Schedilcse
Attempt to obtain reductions for temporary recordse ZIZeguesy sach ollice o
nZ Tas 1

quote authority (statutory, regulatory, evce) for designating
"permanent". (The latter procedure also premares ths way for
tion of the Records Retention Plune) The requirement to ciis the
regulatory authority for pemuenent designations forcss a more 09
analysis of holdings and eliminates, o soie degrée, The subjective

attivudes which individuals may have regarding the importance of TEZIR
materiale ' ’ '
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2. Strive to gel the Agency Lo adopv an
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Agencies., Much CIA material is unique, however, disposition i

tlons must be developed for each Directorate by the Jireciorate RATe.

3e Place more emphasis on ensuring theb duplicabtes are wee
out before forwarding files to the Records Center. o signsd ceriiii
%o this effect on the document which transmits the retired materinl
sexve Yo keep thnis requirement in minde

L. Consider the possibility of establishinz a secure records
holding area within each component; such records o remain for a cdesignaied
time (6 months = 1 year) prior to actusl retirvement to the Records Ceabe
This technique may encourage identification of more material for retire=
mont than would otherwise be the case in view of the psychological aspecy
of maverial being Yretiredh Lut available for a sacrt periad therealier.
Upon termination of the specified holding time, the waverlal would be
forwarded automatically to the Records Ceavere
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5. Consider possibility of accepting only wicrofilm for
temporary collections which will not have vo be addsd wo or upda:
This procedure might ba instituted for material wilch is design
be retained for fen or more yearse The iucreased usabls s5»acs,
in terms of dollars, might offsetl the cost of micrelilminge
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6. Eliminate the practice of holding more than one copy of cervain
material such as maps, publications, stc. at the Fecords Centers ZIeduce
the nuwiber of copies originally deposited of Supplexzsntel Jistritulionse
Reduce retention periods to two or ithree yoarse Lsrcxz the material &
required after that tims. R
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Consideraiion: How to develop Records Revention Plans and idenuily

HOffice of Recordd in DirectoratosSe

LYY

1. Levy official regquiremcat clorate
Plans to be submitbed to the Direct ora‘oe )0, D'ractoraﬁe R-’.-'O o
aroitrate which office is the 0ffice of Record for Tihose sutjocus
which there may be a dual responsibility. Waers overlapping subj
are concerned, determine which office will hold the ¥ mPOrLTy Jile
their specific needs. The devermination rpgaro.mc' which ofifice is
®Office of Record! on any given subject, should be published witais

the Directorate for vhé guidance of all officese
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2. As a possible pre-conditio.ing for "":’)u foice of Recoydh
and a Specific Subject. If cach Direcioraie co‘smlhs migh*b assi
determining the office of primary concera ~ a prerequisite for d
the Office of Record - boih birvectorate and Ageacy=wice.

3« Each Directorate must devisc a means Yo desianate one

" Record Copy. This aaplies cqually to all types of memoranda and Joris,

whether operational or adminisiralive.
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General:

l. Develop an agen c‘f-.:...d\, internal records training program w
deal with current concepts and trendse

24 Considet.onu-Half day session in HQS Aud;" toriunm av least

onow a yoar -~ to hear from tPhse CIA Records Adaministration Oflicere O =
combine this suggestion with Item 1 abovee

3. A1l records personnel should have equal opporvunity o
participate in outsidoe *“am...‘g, s.‘oa.“d 08 AQSNCT=3HonsoT

applies to outside records activities such as confersnce
At the present time, there is consicerable disparity &on

L. Consider career development program. 4150, The possiidlii;

of a Records Management Carcer Service and dssignabionmuch ths sawe as
Personnel, Logistics, Security, Finance, sice
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5. Top management must decide how serious ey are abou
business of rocords~keeping and docide Lo" macn zzme, moniy, &

iy &

they are willing to allot to the effcert. Tha siyle 5E%
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top level. If this is not done in a yOblblVe and concreve manner, iv
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will be difficult to atiract and keep superior personnel &5 such Dersons

will not be interested in getting :x.nvolvua in a job which cannot advancs.
thoir careers. ' :
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